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HR Bl E-Recruiting InfoCube

The Bl E-Recruiting InfoCube section provides an overview of the Bl E-Recruiting InfoCube, including basic
steps for running the Bl E-Recruiting reports and applying user-defined settings to the reports.

Topics covered in this section include:
» Bl E-Recruiting InfoCube Overview
Bl E-Recruiting Reports Overview
Bl E-Recruiting Report Variables
Defining Bl E-Recruiting Report Variables
User-Defined Settings for Bl E-Recruiting Reports

Y WV VWV ¥V V¥V

Using the Goto Command

The BI E-Recruiting InfoCube section is intended for Bl E-Recruiting InfoCube End
Users and Power Users.

It is recommended Bl E-Recruiting End Users and Power Users read all Bl Self-
Paced Learning Materials prior to reading the Bl E-Recruiting InfoCube section:

http://www.dop.wa.gov/payroll/HRMS/Training/Pages/BusinessintelligenceTraining.aspx
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HR Bl E-Recruiting InfoCube Overview

The Bl E-Recruiting InfoCube Overview section provides an overview of the Bl E-Recruiting InfoCube.

Topics covered in this section include:

» Bl E-Recruiting InfoCube Overview

Section 15: BI Financial InfoCube 3



\ M Para
rers

Bl E-Recruiting InfoCube Overview

The Bl E-Recruiting InfoCube is populated with data received from HRMS. The Bl E-Recruiting InfoCubes
include:
> E-recruiting Candidacy and Questionnaire Results information.
» Displays detailed hired candidacy information. Hired candidacies will have a “Data Transfer
Date” or an “Offer Accepted-GMAP Date” (only most recent record is used).

The diagrams below display the reporting elements included in the E-Recruiting InfoCube$S (ZPAER_CO1 and
ZPAER_C02):

InfoCube InfoCube

. . s , Questionnaire Results ( ZPAER_C02)
Candidacy with Requisition and Candidate { ZPAER_C01)

s S Bt

e e B

Continued...
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Hn Bl E-Recuiting InfoCube Overview, cont..

The following illustration shows the Extract, Transformation, and Load (ETL) process of data for Bl :

» HR/Payroll/Time/Grievance/E-Recruiting Data: loaded directly from HRMS into the Bl InfoProviders
(InfoCubes and MultiCubes).

Section 15: Bl E-Recruiting InfoCube a
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HR Bl E-Recruiting Reports Overview

The Bl E-Recruiting Reports Overview section provides an overview of the Bl E-Recruiting Reports.

Topics covered in this section include:

Bl E-Recruiting Reports Overview

»  Accessing Bl E-Recruiting Reports from the HRMS Portal
» Selecting a Bl E-Recruiting Report
» Running a Bl E-Recruiting Report
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Bl E-Recruiting Reports Overview

Bl E-Recruiting reports were designed to provide users with flexible reporting options.

Users will have the ability to set User-Defined settings from the report results. User-Defined Settings allow the user to
add or remove Rows or Columns, set Filters, and Sort. These User-Defined Settings can then be saved as a Bookmark in
the user’s Favorites folder from their web browser. When the Bookmark is run from the Web Browser, the report results
will be displayed with all user-defined settings.

The six Bl E-Recruiting Reports included with the Bl E-Recruiting InfoCube are:

Report Name Report Description Category
#40 Candidate Quality-Detail Displays Candidate Quality Questionnaire E-Recruiting
ZZPAER_MO1_QER40D information for these Candidacies
#40 Candidate Quality-Sum1-Summary-Questions Displays questions, responses, percentages & E-Recruiting
with Responses averages.
ZZPAER_MO1_QER40S5
#40 Candidate Quality-Sum2-Uncompleted by Hiring Displays a list of uncompleted Questionnaires E-Recruiting
Mgr containing Hiring Manager for Survey name (in
ZZPAER_MO1_QERA40S3 alpha order). (Report in work, currently not

available)
#40 Candidate Quality-Sum3-Uncompleted by REQ- Displays a recap list of Hiring Managers with E-Recruiting
All Hiring Mgr uncompleted Questionnaires.
ZZPAER_MOT_QER40S1
#08 Time to Hire - Detail Displays detailed hired candidacy information. E-Recruiting
ZZPAER_MO1_QERO8D Hired candidacies will have a “Data Transfer

Date” or an “Offer Accepted-GMAP Date” (only

most recent record is used).
#08 Time to Hire - Summary Displays a summary of the data found in query E-Recruiting
ZZPAER_MO1_QER08S ZZPAER_CO1_QERO08D #08 Time to Hire-Detail.
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HnAccessing Bl E-Recruiting Reports from the HRMS Portal

D Personnel

Bl E-Recruiting reports are accessed from the HRMS Portal. Instructions for logging on to the HRMS Portal
are included in the Bl Self-Paced Learning Materials - Logging on to HRMS Portal section.

Welcome to Washington State's Human Resource Management Systems

HRMS PORTAL 7.0

This is a secure application and available only to \
Washington State employees.

3 ’ | Userp * [JaneD

| Password * :.,?93990

Log on

Logon Problems? Get Support

HR Copyright June 2005

For information on logging on to the HRMS Portal, reference the Bl Self-Paced Learning Materials from the HRMS
Support Website:

http://www.dop.wa.gov/payroll/HRMS/Training/Pages/BusinessintelligenceTraining.aspx

Continued...
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“BAccessing Bl E-Recruiting Reports from the HRMS Portal

The diagram below provides a sample of the screen displayed once the user has logged on to the HRMS

Portal:

Click on “Bl Reports” to

N

view categories

category is
selected and the
Position-Personnel
Master Listing is
displayed

Once the E-Recruiting
category is selected,
the Detailed
Navigation pane will
display the list of Bl E-
Recruiting reports to
choose from.

Search | Advanced Ssarch

Bl Reports

‘Organization Management Personnel Administration

Position / Personnel Master Listing

/ Ll y
By default, the <\ﬂ Detailed Havigation E variabic
organlzatlon = Position / Personnel Master Listing
Management « Position Statistics Report - Month Ending
= Pesition Roster Avvaila

I Portal Favorites

Sl

Time Management Payroll Financialz

Entry

ble Variants: J Save | Save As...| Delete |

General Variables

Variable = Current Selection
Month/'ear Range (Mandatory)
Organizational Unit Hierarchy

Job - Multiple {Optional)

oK check]

HRM Performance Measurement

Grievance Reporting

/_

Click on E-Recruiting
category to view the list of Bl
E-Recruiting reports

E-Recruiting

De=cription

[y

“ e ann el Ltz ato

T Wanagement |
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HR Selecting a Bl E-Recruiting Report

The example below uses the E-Recruiting Details Report to show how to select a report from the HRMS
Portal.

To select the Grievance
Details Report:

1. Click the E-Recruiting
category link.

Orpanizafoe Msnscement | Persomel AdmineSsfnn | Tme Msnasement | Pawrol foaschE | HAEM Performance Messaremest Grevance Repn g | E-Recruffing
L ——

2. Click the report |{
name l'ink from the I Avaiabe Vanants: - i SaveAs. | De== Stow Vestis Persosaizston I
Detailed Navigation - 548 Candme Ouaty S miosguy | RIS : o
g s I Varsse s Curreni Selecsen Descrgtion |
pane. * 05 Twee Ip Hre - Defail | RsqusSen Created Dats 3 |
= 08 Twe tp Hre - Summary | Job Offer Accsgied (GHAP, = |
I-WF - = #R Recd Reg Start Hire (GHAR) 3 |
. avorites i Tre— X =
Result: A variables - | e : o }
3
selection box will N = Y
appear to allow the — i — v =
" leports
user to enter variables |I 0 ,
(selection criteria) for #40 Candidate Quality Detai \
the report: I— ' \ a
- j' hem|led Navigation [ T \ /
— - . ) .
- _ v Eamtate-Srrity-Srrestionire Resmis \ 7
_ - - _ « #40 Candidate Quality-Detail \/
7 T — - = \ » #40 Candidate Quality-Sum1-Summary-Questions with Rezponses Available Variants: R Show Variable |
! . = #40 Candidate Quality-Sum2-Uncompleted by Hiring Mgr .
[ Click here to scrol Click here to show / l + #40 Candidate Qualty-Sum3-Uncompleted by REQ-AI Hiring Mgr Generel Yariables
left/right in the Detailed hide the Detailed | 1 Time Ta Hire Variable & Current Selection Description
I Navigation pane Navigation pane | + #08 Time to Hire .. Detail Requisttion Created Date
i l l I o FRETTEE eeS T Iob Offer Accepted (GHAP)
| HR Recd Req Start Hire (GMAP)
: TPl 7] I I G [ Work Type (Permanent) 1 1 Permanent
| Detailed Havigation — ’I dob
\ /
N o e e e e —
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HIR Running a Bl E-Recruiting Report

The example below uses the #40
Candidate Quality-Detail Report to

Variable Entry

ShOW hOW to run a Bl E'RecrUIt]ng Awvailable Variants: [ save |[ save As... || Delete Show Variable Personalization
report. General Variables
“ariable = Current Selection Description
TO run a B| E-RecrU]ting Report: Requizition Created Date 11192008 11192008
Job Offer Accepted (GMAP)
1 . Enter variables. HR Recd Req Start Hire (GMAP)
. . . Work Type (Permanent) 1 Permanent
Variables with an asterisk — 1
are required fields. Alternate Job
Position
Note: To ensure variables are Ageney
. . Sub Agen =
valid, click the Check ——
button prior to running the e
re port 3 Personnel Sub Area
Reguizition
2. Click the OK button Role
Requisition Support Member

to run the report. —{y
[ oK][check |

#40 Candidate Quality-Detail
[4]r] 4
I Detailed Navigation #40 Candidate Quality-Detail
VML TEes Display As |Table [=] [ nformation || Send || Print Version || Export to Excel || Comments
« #40 Candidate Quality_Detail
= #40 Candidate Quality-Sum1-Summ: L
. . Requizition
RESQL: Report results . o 140 zzsuvc ications Officer 41590 NBO0000D140
with selected - #40 Candidate Qualiy-Sum3-Uncom ~ ~ ROWS SHIMENIEREoNS SHIEEr
iabl [ Time To Hire " REILET
variables. + #08 Time to Hire - Detail * REQ Created Date
= #08 Time to Hire - Summary * HR Recd Req Start Hire Process (GMAP)
I S EIEEE 285 300 36181 JRRC 100308 NBO0000288
Portal Favorites = Al te Job
srnaie -o 564 300C 56340 RN3 WSH 564

Llici Ll Sop Dlalibe O
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HR Bl E-Recruiting Report Variables

Fersonnel

The Bl E-Recruiting Report Variables section provides an overview of report Variables. Variables are report
selection criteria that allow the user to narrow report results to specific values (for example, display
results for a specific Agency only).
Topics covered in this section include:

> Bl E-Recruiting Report Variables
Selecting Multiple Variables

Deleting Variables

Personalizing Variables

YV VWV ¥V V¥V

Deleting Personalized Variables

Section 15: BI E-Recruiting InfoCube 12



HR Bl E-Recruiting Report Variables

Variables are report selection criteria that allow the user to narrow report results to specific values. The
user may enter variables manually or click on the matchcode button to select a variable from a list.

Variables identified with an asterisk are required fields.

#40 Candidate Quality-Detail

Variable Entry
Available Variants: - | Save || Save As... || Delete | Show Variable Personalization
General Variables
Wariable o Current Selection Dezcription
-~ Requisition Created Date

Job Offer Accepted (GMAP)
HR Recd Req Start Hire (GMAP)

Work Type (Permanent) 1 1 Permanent

Job Saloet vhiees e Peraonosl Ares (T5_PEREARER SELOMT 9940 Use the “SearCh” feature to
Alternate Job find a specific variable. Enter
Posttion / the variable value and click the
Agency “Search” button. Use an
SedEi // asterisk (*) for wildcard

Buszinez=s Area

~

searches.

Perzonnel Area

/

Select values Tur Personned Ares (ZV_GPERS_ARLA 0002

Personnel Sub Area
Requisition
Role

!!!!!/!!!!!!!!!!
N~

Requigition Support Member

———— —— —

~

Click the desired variable from
the list

N\
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Hn Selecting Multiple Variables

The example below uses the Time to Hire - Details Report to show how to insert multiple variables of the
same type for a report.

To select multiple variables:

1. Click the matchcode button

2. At the selection screen, select the multiple values, click the “Add” button, and then click OK.

Select values for Personnel Area (Z5_PERSAREA_SELOPT 0003)

Show tool [Single values [+ Show view:

All Selections
oimm 1005 [eFesh] o
Personnel Area Key S Personnel Area Text = El Type Description Available Variants: - | Sﬁ-.&” Save As.. || I:&Iete| Show Variable Personalization
J =| | 2250 Washington State Patral General Variables
2150 Utilties/Trans Comm | =/ | 2400 Deptiticensing ST Current Sefection Description
J 2200 Board for Vol Firefighters J =| | 2450 Miltary Department pEmstonCreatey Usig
5 |:| Job Offer Accepted (GMAP)
20 VWashington State Patrol | =/ | 200003t Headquarters e
|— 2400 DeptiLicensing J - 3001 Echo Glen School Perzonnel Area 2250; 2400; 2450; 3000; 3[P| 2250 Washington State Patrol, 2400 Dept/Lice
||: j’:zz :l:a;HD:;:rt":m Add » Personnel Sub Area
eatquaners — e—— Requisition
4 Remove
|| 3001 Eche Glen School Role
J 3002 Waple Lane School Cl]Ck the “Add” button to Requisition Support Member
3003 Green Hill School . .
L] add the multiple selections
| 3004 Naselle Youth Camp . A
J 3006 Special Commitment Center u to the SeleCtlon pane and
E essten state Hospial  [3] [ click the OK button to return Result: Multipl bl
.
Ent lug fi =
e ] to the variable screen. ESUIL: Mutlipie vanables

=[] cronge oo E =] have been added.
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HR Deleting Variables

The example below uses the Time to Hire-Detail Report to shows two ways to delete a variable that was
entered in error or to replace the current variable.

To delete a variable:

1. Highlight the text of the Variable and press “Delete” on the keyboard.

Auwailable Variants: | Save | | Save As... | | Delete | Show Variable Personalization

General Variables
“ariable = Current Selection De=scription

Requizition Created Date

Highlight Variable values and

keyboard
3000; 3001 2250 Washington State Patrol; 2400 Dept/Lice
Personnel Sub Areg [

OR

Job Offer Accepted (GMAP)

Business Area

mRuRN

Perzonnel Area

Available Variants: | Save || Save As... || Delete | Show Variable Personalization
P——
Variable & Current Selection Description
Show tool [Single values [+ Show view: Requisition Created Date
All Selections Wark Type (Permanent) 1 1 Permanent
Agency
Maximum @ Sub Agency
* - T Description Position [
Click the matchcode and e | Deacrik _ =
E : “ ” |_ = 2250 Washington State Patrol Business Area
n the SeleCt Value |— = 2400 DeptiLicensing Personnel Area
| box, select the | =| | 2450 Miltary Department Personnel Sub Area a
] Variables, Click |_ = 3000 DSHS Headguarters /
“« 9 « ”» = 3001 Echo Glen School .
1 “Remove” and “OK Result: Variables have
- Add »
= [[Ceme been deleted
1000 Attorney General

Section 15: BI E-Recruiting InfoCube 15



HR Personalizing Variables

Users have the ability to personalize variables from the HRMS Portal. Personalizing variables allows the
user to save the variable setting they have entered.

ﬂ Personalizing a variable for one report will personalize the same variable for all other reports if that variable is used.
== For example, in the illustration below the user is personalizing the Time to Hire - Details Report “Personnel Area”
variable for the report. Once the Personnel Area variable has been personalized, the same value will be used for
Personnel Area for all other custom reports. Once a variable is personalized, it is no longer displayed on the variables
screen. See Removing Personalized Variables for information on removing the personalization of a variable.

Variable Entry
Available Wariants: - | Save || SAVE AS... || Delete | show \ar =:=|:e'3*' alizat
General Variables 1‘ i,
Variable = Current Selection

Click here to access the

Requizsition Created Date . ) .
personalize variable options.

Work Type (Permanent) 1

Agency

Sub Agency

Position

Businezs Arsa

Perzonnel Area 1110
Perzonnel Sub Area

Requizition

Fole

O |G (G |G (O G |G |GG (G Ch

Requisition Support Member

Continued...
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HIR Personalizing Variables, cont..

The example below uses the Time to Hire - Details Report to show how to Personalize the Personnel Area
Variable.

To Personalize the Personnel Area Variable:

1. Enter the Personnel Area General Variables
Variable (S) ' Wariable o Current Selection Description
Requisition Created Date
Job Offer Accepted (GMAP)
Business Area
2. Click the “Select” bUttOM Perzonnel Area 1110 1110 Dept of Personnel
for the variable. Personnel Sub Area
Requizition
Role
Requizsition Support Member
3. Select the “Add selected S %EE =[E]
variables to personalized
Variables '.]St ”” . Perzonalized Variables |.-5.|:||:| selected variables to personalized variables Iist|
Wariable = Current Selection Dee=cription
[] Show Personalized Variables
Continued...
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HIR Personalizing Variables, cont..

Available Variants: Save Delete Hide Variable Personalization

Result: The Pgrsqnnel P
Area personalization Variable £ Current Selection Description
has been added to the Requisition Created Date
“Personalized Job Offer Accepted (GMAP)
Variables” section. Business Area

Perzonnel Sub Area

Requisition

Role

Requigition Support Member
Once the Personnel Area

variable is personalized, ~1[=] [=][%]
it will no longer be

d c Personalized Variables
displayed as a variable —
. ariable = Current Selection De=scription
option from the
1 . Perzonnel Area 1110 1110 Dept of Perzonnel
Var1ables ]nPUt screen. [[] Show Personalized Variables
-UK -Ch k
-m Available Variants: Save Delete Jl'rr] :
o R -
Click “Show Variable Cener s =
Personalization” to v'iew Variable = Current Selection Description
. Requizition Created Date
any variables that are cosiion
personalized. Business Ares
Perzonnel Sub Area
Requisition
Role

Requisition Support Member

Section 15: BI E-Recruiting InfoCube Continued... 18



Deleting Personalized Variables

The example below uses the Time to Hire - Details Report to show how to remove the Personalized
Variable for Personnel Area from the Time to Hire - Details Report Variable screen.

To remove the Personalized Variable for Personnel Area:

1. Click the Show Variable
Personalization button
to display personalized

Available Variants: Save Delete
General Variables
Variable = Current Selection

Requizition Created Date

>

Dezcription

Ch

variables. Posiion
Busziness Area
78 Select the Personnel Sub Area
- Requisition
personalized e
variable you want
MENB
to remove.
3 Click on the ee Va IRemove selected variables from personalized variables list]
« Variable > Current Selection Tiezcription
Remove SeleCted Perzonnel Area 1110 1110 Dept of Personnel
Va”ables from [ ]Show Personalized Variables
personalize K] [ Check|
Variables liSt". Available Wariants: Save Delete Hide Variable Personalization
General Variables
Variable o Current Selection De=cription
Requisition Created Date
Job Offer Accepted (GMAP)
Position
Result: The Personnel Area Business Area
variable Wlll appear Perzonnel Area 1110 1110 Dept of Perzonnel
Personnel Sub Arsa
Requisition

Section 15: BI E-Recruiting InfoCube

Continued... 19




HR Defining Bl E-Recruiting Report Variables

The Defining Bl E-Recruiting Report Variables section provides the basic steps for entering variables for Bl
E-Recruiting reports. Bl E-Recruiting reports require variable entry (selection criteria) prior to running
the reports.

Topics covered in this section include:

»

YV WV VWV V V¥V

Section 15: BI E-Recruiting InfoCube

Defining Variables:
Defining Variables:
Defining Variables:
Defining Variables:
Defining Variables:

Defining Variables:

#40 Candidate Quality - Detail
#40 Candidate Quality - Sum1-Summary- Questions with Responses
#40 Candidate Quality - Sum2 - Uncompleted by Hiring Mgr

#40 Candidate Quality - Sum3 - Uncompleted by REQ - All Hiring Mgr
#08 Time to Hire - Detail

#08 Time To Hire - Summary




Defining Variables: #40 Candidate Quality-Detail Report

#40 Candidate Quality-Detail Report

To define the #40
Candidate Quality-Detail
Report variables:

1.

2.

Enter a value for
selected report
variables or
matchcode
button to access the
matchcode list to
select the variables.
*Fields with an
asterisk are
required.

the

Click the OK
button.

Available Variants:

General Variables
Variable =

~ | Save || Save As... || Delete |

Current Selection

Requigition Created Date
Job Offer Accepted (GMAP)
HR Recd Req Start Hire (GMAP)

Work Type (Permanent) 1

Job

Alternate Job
Position

Agency

Sub Agency
Business Area
Perzonnel Area
Perzonnel Sub Area
Requisition

Role

Requisition Support Member

[ ok || Eheck|

Manrran

Result: The #40 Candidate Quality-Detail Report results are -
displayed.

Section 15: BI E-Recruiting InfoCube
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“n Defining Variables: #40 Candidate Quality-Sum1-Questions with Responses Report

#40 Candidate Quality-Sum1-Questions with Responses Report

To define the #40

Available Variants: | Save || Save As... || Delete | Show Variable Personalization
Candidate Quality-Sum1- General Variables
Questions with Responses Variable £ Current Selection Description
Report VariableS' Requisition Created Date
Job Offer Accepted (GMAP)
1. Enter a value for HR Recd Req Start Hire (GMAP)
Selected report Work Type (Permanent) 1 1 Permanent
. Job a
variables or use the Aternate Job o
matchcode Position / o\
button to access the Agency d 7\
- Sub A
matchcode list to S
. Business Area /S | Jop el o (Al__L% \\
select the variables. Personnel Area - N o
*Fields with an Personnel Sub Area 2) e |
] -~ |
asterisk are Requisition = |
ired Role — |
required. Requisition Support Member :
2. Click the OK oK [ Eneck | Tees |
button. :—
| |
5 |
Erter av . I
Result: The #40 Candidate Quality-Sum1-Questions with 115 G i IE] ,'
Responses Report results are displayed. \ Sample Matchcode list for Job o
\\\___________________.u/.'yw
Section 15: BI E-Recruiting InfoCube 22



“n Defining Variables: #40 Candidate Quality-Sum2-Uncompleted by Hiring Mgr Report

#40 Candidate Quality-Sum2-Uncompleted by Hiring Mgr Report
To define the #40
Candidate Quality-Sumz2-
Uncompleted by Hiring Mgr
Report variables:

1.

2.

Enter a value for
selected rep
variables or use the
matchcode

button to access the
matchcode list to
select the variables.
*Fields with an
asterisk are
required.

Click the OK
button.

Available Variants:

| Save || Save As... || Delete |

Show Variable Personalization

General Variables

Variable =

Requigition Created Date
Job Offer Accepted (GMAP)
HR Recd Req Start Hire (GMAP)
Work Type (Permanent)

Job

Alternate Job

Position

Agency

Sub Agency

Business Area

Perzonnel Area

Perzonnel Sub Area
Requisition

Role

Requisition Support Member

[ ok || Eheck|

Result: The #40 Candidate Quality-Sum2- Uncompleted by
Hiring Mgr Report results are displayed.

Section 15: BI E-Recruiting InfoCube
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Defining Variables: #40 Candidate Quality-Sum2-Uncompleted by

REQ-All Hiring Mgr Report

#40 Candidate Quality-Sum2-Uncompleted by REQ-AIl Hiring Mgr Report

To define the #40
Candidate Quality-Sumz2-
Uncompleted by REQ-ALl

Hiring Mgr Report variables:

1.

Result: The #40 Candidate Quality-Sum2- Uncompleted by-

2.

Enter a value for
selected report
variables or use the
matchcode
button to access the
matchcode list to
select the variables.
*Fields with an
asterisk are
required.

Click the OK
button.

Available Variants:

| Save || Save As... || Delete |

Show Variable Personalization

General Variables

Variable =

Requigition Created Date
Job Offer Accepted (GMAP)
HR Recd Req Start Hire (GMAP)
Work Type (Permanent)

Job

Alternate Job

Position

Agency

Sub Agency

Business Area

Perzonnel Area

Perzonnel Sub Area
Requisition

Role

Requisition Support Member

[ ok || Eheck|

REQ-ALl Hiring Mgr Report results are displayed.

Section 15: BI E-Recruiting InfoCube
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Defining Variables: #08 Time to Hire - Detail

#08 Time to Hire - Detail

To define the #08 Time to
Hire - Detail variables:

1./ Enter a value for
selected report
variables or use the
matchcode
button to access the
matchcode list to
select the variables.
*Fields with an
asterisk are
required.

2. Click the OK
button.

Available Variants: ~ | Save || Save As... || Delete |

General Variables
Wariable = Current Selection
Requigition Created Date
Job Offer Accepted (GMAP)

HR Recd Req Start Hire (GMAF)

Work Type (Permanent) 1

Job

Alternate Job

Position

Agency 7/
Sub Agency

Bu=ine=sz Area /  Shawiroe [Sope vates

Perzonnel Area

Perzonnel Sub Area
Requisition

Role

Requisition Support Member

[ ok || Eheck|

Result: The #08 Time to Hire - Detail Report o

results are displayed.

Section 15: BI E-Recruiting InfoCube
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Defining Variables: #08 Time to Hire - Summary

#08 Time to Hire - Summary

To define the #08 Time to
Hire - Summary variables:

1./ Enter a value for
selected report
variables or use the
matchcode
button to access the
matchcode list to
select the variables.
*Fields with an
asterisk are
required.

2. Click the OK

Available Variants: ~ | Save || Save As... || Delete |

General Variables
Wariable = Current Selection
Requigition Created Date
Job Offer Accepted (GMAP)

HR Recd Req Start Hire (GMAF)

Work Type (Permanent) 1

Job

Alternate Job

Position

Agency 7/
Sub Agency

Bu=ine=sz Area /  Shawiroe [Sope vates

Perzonnel Area

Perzonnel Sub Area
Requisition

Role

Requisition Support Member

button.

[ ok || Eheck|

Result: The #08 Time to Hire - Summary Report -

results are displayed.
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Hn User-Defined Settings for Bl E-Recruiting Reports

Yersonnel

The User-Defined Settings for Bl E-Recruiting Reports section provides an overview of options available to
users once they have run a Bl E-Recruiting report from the HRMS Portal.

User-Defined Settings allow the user to add or remove Rows or Columns, set Filters, and Sort. These
User-Defined Settings can then be saved as a Bookmark in the user’s Favorites folder from their web
browser. When the Bookmark is run from the Web Browser, the report results will be displayed with all
user-defined settings.

Topics covered in this section include:
Remove Drilldown

Drilldown in the Rows/Columns
Free Characteristics

Keep Filter Value

Select Filter Value

Sorting

Y WV V ¥V V V¥V

Bookmark (saving User-Defined settings)
y- 4

Bl E-Recruiting reports are large and contain many rows and
columns. These reports were designed to provide users with
flexible reporting options. Users have the ability to add/remove
rows or columns, filter report results, sort report results and save
their user-defined settings as Bookmarks for future use.
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Remove Drilldown

Bl E-Recruiting reports were designed to provide
the user with flexible reporting options. Initial
report results can be large and contain many
rows and columns. By using the Remove
Drilldown option, users have the ability to
remove Characteristics from the rows or columns
of the report results.

The example uses the #08 Time to Hire - Detail
Report to show how to remove the Personnel
Area Characteristic from the report results.

To remove the Personnel Area from the
Report Results:

1.. Right click on the Personnel Area
characteristic.

2. . Select “Change Drilldown ->Remove
Drilldown.

You can also Drag&Drop the characteristic from the report results to
the Free Characteristics section to remove it from the report results.

Section 15: BI E-Recruiting InfoCube

Perzonnel Area = Back Plonoomnol “‘;'Fﬂrﬂﬂ = Job Class & Alternate Jo
2250  Washington ! _, , [cywide # Mot az=igned #
2250  Washington]! Orill Down By #
2250 Washington® 3 2 #
2250 | Washington! Save View #
2250 Washington! Properties p| Swap Axes k| #
Documents FEnfrvIN Ofc  # | Mot assigned | #
Sort Personnel Area #
* TVOTK TypE
= Requisition

* Requizition Status
* Req Statuz Reaszon
* Position

Hiring Manager for Quality Survey

= Requisition Ohwner

* Candidacy

* Candidate

= Requisition Creation Date

* Certify Date

* Offer Extended Date

= Data Transfer Date

* To Be Hired Date

= Start Date

* HR received Request to Start Hire Pro
=t lnb Offer Sccepted GHAR |
* Free characteristics

* Hire Indicator

W
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Remove Drilldown, cont..

Result: The Personnel Area Characteristic has been removed from the report results.

2230
2250
2250
2250
2250

Business area =

Washington State Patrol
Wazhington State Patrol
Washington State Patrol
Washington State Patrol
Washington State Patrol

Perzonnel Area o

2230
2250
2250
2230
2250

Washington State Patrol
Wazhington State Patrol
Washington State Patrol
Washington State Patrol
Wazshington State Patrol

Perzonnel Subarea =

00JN
O0JN
00JN
00JN
O0JN

Agencywide
Agencywide
Agencywide
Agencywide
Agencywide

Report Results Before Personnel Area drilldown is removed

Fsonnel Subarea =

EODOIN  Agencywide
BOJOOIN  Agencywide
EO/OOJN  Agencywide
EODOIN  Agencywide
BOJOOIN  Agencywide
p0/M005G  CWE EnfivIN Ofc

Business area =
2250  Washington State Pagrol
2250  Washington State Pajrol
2250 Washington State Pajrol
2250 Washington State Pa
2250  Washington State Pajrol

ol

BB MM MNP

Report Results After Personnel Area Drilldown is removed

If necessary, click any column header and select Back to Start from the Context Menu to return the report results to the original state.
See the Bl Self-Paced Learning Materials - Report Context Menu for more information on Back to Start.

Section 15: BI E-Recruiting InfoCube
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HR Drilldown in the Rows/Columns

Bl E-Recruiting reports were designed to provide the user with
flexible reporting options. The Drilldown option of the report

results allow the user to add Characteristics to the report

results.

Location of the
Navigation Block

* Columnz
* Key Figures
> Rows

The example below uses the #08 Time to Hire - Detail Report to

show how to use Drilldown in the Rows.

= To drilldown in the Rows of the report

results:

- % From the report results, click a
characteristic in the Navigation
block.

2. From the Context Menu, select

“Change Drilldown” = “Drilldown
By” = “Vertical”

Section 15: BI E-Recruiting InfoCube

= Agency

* Sub-Agency

= Busziness area

= Personnel Subarea
= Job Class

= Alternate Job Class
* Work Type

= Reguisition

* Reguisition Status
* Req Status Reaszon
= Pozition

* Hiring Manager for Quality Survey
* Reguizition Owner
= Candidacy

* Candidate

* Hire Indicator

* Perzonnel Are

Back
Filter
Lhandge Uriiao

Broadcast and Export

Orrill Do i Horizontal
Swap Perzonnel Area with | Vertical

Save View Remove [
Properties p| Swap Axes
Documents [
sort Perzonnel Area  k

Continued...
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HIR Drilldown in the Rows/Columns, cont..

Result: The Personnel Area Characteristic is added to the rows of the report results.

Sub-Agency = Business area = Perzpnnel Subarea =

103555 Field Operations Bureau 2250 Washington StatePatrol  2250000JN  Agencywide

103500 Tacoma Headgquarters 2250 Washington StatePatrol  2250400JN  Agencywide

1035804 “ancouver Headquarters 2250 Washington StatePatrol  2250000JN | Agencywide

1035808 Bremerton Headguarters 2250 Washington StatePatrol  2250000JN  Agencywide

103509 Commercial Vehicle Divizion 2250 Washington StatePatrol  2250000JN  Agencywide
22500005G  CVE EnfiVIN Ofc

Report Results Before Drilldown in Rows for Personnel Area

Sub-Agency = Business area = Perzonnel Area o Perzonnel Subarea =
103555 Field Operations Bureau 2250 ‘Washington State Patroj 2250 Washington State Patrol |00JHN | Agencywide
103800 Tacema Headguarters 2250 Washington State Patrojl 2250 ‘WWashington State Patrel |00JN = Agencywide
103804 Vancouver Headguarters 2250 Washington State Patroj 2250 Washington State Patrol |00JN | Agencywide
103508 Bremerton Headquarters 2250 Washington State Patroj 2250 Washington State Patrol |00JN | Agencywide
1038058 Commercial Vehicle Divizion 2250 Washington State Patrojl 2250 ‘Washington State Patrel |00JN = Agencywide

105G CWE EnffVIN Ofc

Report Results After Drilldown in Rows for Personnel Area

Continued...
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HR Drilldown in the Rows/Columns, cont..

The example below uses the #08 Time to Hire - Detail Report to show how to use Drilldown in the

Columns.
Perzonnel Area = Perznnngl Subarea = Job Clazs & Alternate Jo
¢ . Bac k
To drilldown in the Columns of the report 2250 Washing :Fgenwwue # MNotassigned #
results: S rizo
2250  Washillpeeskammtammd
1. From the report results, right click the 2250 | Washiy Save View Remove Drildon
P 2250 Washini ; Swap Axes ]
Characteristic to be added to the report = Properties " _
Documents ¥ CVE EnfAVIN Ofc # Mot assigned #
results. Sort Perzonnel Area b
v
2. Click the “Change Drilldown” - ”Drill
Down By” = “Horizontal” for Personnel
Area to add the Characteristic to the
Columns of the report results.
Candidacy Count Svg Time To Cedify (Day=3at Ay Time to Fxtend Offer (Day=3h1  Svg Time for Oata Tran= For Hired Person (Daysich  Svg Time To Start
Perzonnel Area 2250 2250 2250 2250 2250
Washington State Patrol Washington State Patrol Washington State Patrol Waszhington State Patrol Washington State

~
7

Result: The Personnel Area Characteristic has been added to the columns of the report results.

If necessary, click any column header and select Back to Start from
the Context Menu to return the report results to the original state.
See the Bl Self-Paced Learning Materials - Report Context Menu for
more information on Back to Start.

Section 15: BI E-Recruiting InfoCube
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Hn Free Characteristics

Bl E-Recruiting reports were designed to provide the user with flexible reporting options. Free
Characteristics are optional Characteristics that are not displayed in the report

results when it is initially run. Users have the option of adding Free Characteristics

to the report results at run time.

The example below uses the #08 Time to Hire - Detail Report to show how to add
Free Characteristics to the report results.

To add a Free Characteristic to report
results:

1. From the report results, right Y EElliioElEli

' ietie 3 = Hire Indicat
click the characteristic in the Ir= ingicator

= Personnel Are

Free Characteristics that you Back b
want to add to the results. Fitter b
Lnange Linlao rl E i
2. Select “Change Drilldown” > S : Horizontal
g ’ N —id Broadcast and Export ¥ | Swap Personnel Area with *| ertical
Drill Down By” = “Vertical save View REE
to add the characteristics to
Properties p | Swap Axes
the Rows
Documents ]
3., Select “Change Drilldown” - sort Perzonnel Area ¥
“Drill Down By” - “Horizontal”
to add the characteristic to the
Columns.
Continued...
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Drilldown in the Rows/Columns, cont..

Result: The Personnel Area Characteristic is added to the rows of the report results.

Business area =

2250
2250
2250
2230
2250

2250
2250

Wazhington State
Wazhington State
Washington State
Washington State
Wazhington State

Wazhington State
Wazhington State

ZZ500IN
Z2500IN
Z2S00IN
Z2S00IN
Z2500IN
2250056

2250040
2250010

nnel Subarea &

Agencywide
Agencywide
Agencywide
Agencywide
Agencywide
CWVE EnfiVIN Ofc

Crime Lab=
Crime Labs

Job Clazs =

# Not az=igned
# Mot az=igned
# Not azsigned
# Not as=signed
# Mot az=igned
# Not az=igned

£

Mot az=igned

£

Mot az=igned

Business area =

2250
2250
2250
2250
2250

Washington State Patrol
Was=hington State Patro
Washington State Patrol
Washington State Patrol
Wazhington State Patrol

Perzonnel Area o

2230
2250
2250
2230
2250

Washington State Patrol
Wazhington State Patrol
Washington State Patrol
Washington State Patrol
Wazshington State Patrol

Perzonnel Subarea =

D0JN
00JN
D0JN
D0JN
D0JN
005G

Agencywide
Agencywide
Agencywide
Agencywide
Agencywide
CWE EnfivIN Ofc

Report Results Before Drilldown in Rows for Personnel Area

Section 15: BI E-Recruiting InfoCube

Report Results After Drilldown

in Rows for Personnel Area

Continued...
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Keep Filter Value

Bl E-Recruiting reports were designed to provide the user with flexible reporting options. The Keep Filter

Value context menu item allows the user to view report results for a specific value. For example, the user
may want to view report results for a specific Master Agreement only.

The example below uses the #08 Time to Hire - Detail Report to show how to use the Keep Filter Value

option to filter report results to include only those records where the Personnel Subarea is “Agencywide”.

To use Keep Filter Value:

1. From the report results,
click the “Personnel
Subarea” value in the
Master Agreement column
to open the Context
Menu.

2. Select Keep Filter Value.

Data displayed for Filter
Value Selected only.

Section 15: BI E-Recruiting InfoCube

Personnel Subarea o Job Class = Alternate Job Class & Work Type = F!equ'rsl
00JH  Agencywide # Mot azsinned  # Not as=igned Permanent 4573
00N Agencywide Back 2 | ------ Permanent 5223
00JMN  Agencywide . . : Permanent 1386
T e it
0OJW  AgencyWwide | groadcast and Export Permanent 5107
00N Agencywide | Save Wiew Select Fiter Value Permanent G007
005G CWE EnfAvIN C Properties b Permanent 3110
Documents p | Wariable Screen 4769
Sort Perzonnel Subarea ¥ 8491
0040 Crime Labs # Mot as=igned # Mot az=zigned Permanent 7692
1 i Y Y -~ S S TF-ET-E-5TT. P I S 1L BT T 1. — Permanent 1812
Businezs area = Perzonnel Area = Job Class = Permanent 1556
2250  Washington State Patrol 2250 Washington State Patrol # Mot assigned
2250 Washington State Patrol 2250 Washington State Patrol  # Mot azzigned
2250 ‘Washington State Patrol 2250 Washington State Patrol # Mot az=igned
2250  Washington State Patrol 2250 Washington State Patrol # Mot assigned
2250 Washington State Patrol 2250 Washington State Patrol  # Mot azzigned
2250 ‘Washington State Patrol 2250 Washington State Patrol # Mot az=igned
2250 Washington State Patrol 2250 Washington State Patrol  # | Not az=signed
2250 ‘Washington State Patrol 2250 Washington State Patrol # Mot az=igned
Continued...
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Keep Filter Value, cont..

To remove the “Filter Value”:

* Free characteristics
* Hire Indicator

* Perzonnel Subarea

Change Drilldown

Broadcast and Export
Save View

Report shows values for all Personnel Subarea data, but the
Personnel Subarea column is not in the report results.

Select Fitter Value

“ariable Screen

Right click Master Agreement and select
“Filter” - “Remove Filter Value”.

Sub-Agency =

103595
103600
103504
103608
103609

Field Operationz Bureau
Tacoma Headquarters
Vancouver Headguarters
Bremerton Headquarters

Commercial Wehicle Divizion

Business area =

2250
2250
2250
2250
2250

Wazhington State Patrol
Washingten State Patrol
Wazhington State Patrol
Washingten State Patrol
Washington State Patrol

Personnel Area =

2250
2250
2250
2250
2250

Waszhington State Patrol
Washington State Patrol
Waszhington State Patrol
Washington State Patrol
Washington State Patrol

# OH o W%

Section 15: BI E-Recruiting InfoCube
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WSD Personnel

Keep Filter Value, cont..

/A
/
|
* Start Date

. -HRreoeivadRﬂyé;.ZZSD
-Jubt}ffemccyptec{m Washington State Patrol wasrmgtunmp{m #| Mot assigned
~ Free -/ 2250 Washington State Patrol Wasmgtunmp{m #| Mot aszigned
('—”‘E-"""“"‘"E" — 2250 Washingten State Patrol WasrnmunstaheP*wd #| Mot assigned
L' Personnel SUbares  er—rrreTmoroT ST P TrSTITETOT=TER® Pirol | #| hot assignea
————— = 2250 Washington State Patrol Washington State L&mm
2250 Washington State Patrol Washington smetlxl Mot assigned

\
Section 15: BI E-Recruiting InfoCube
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Not assigned

Not aszigned

Not a=zzigned

Mot az=igned

Not aszigned

IR R R

Not assigned

37




rersonnes

Select Filter Value

Bl E-Recruiting reports were designed to provide the user with flexible reporting options. The Select Filter
Value context menu item allows the user to select a filter value from a list of filter options.

The example below uses the #08 Time to Hire-Detail Report to show how to use Select Filter Value to filter on
a specific Personnel Subarea.

To use Select Filter Value:

4.

From the report results, click the
Personnel Subarea column header.

Click Select Filter Value from the

Context Menu.

From the Select Value screen, check

Crime Labs

Click Add and OK.

Result: Report results for Personnel
Subarea Crime Labs only are displayed.

Perzonnel Subarea
Agencywide 0
Agencywide 0

Sa0w oo

an

Naxem,

sm | 1000 [ Refresn

Snge valies | Show view: (Al |

Business ares =

2250
2250
2250

Washington State Patrol
Washington State Patrol
Was=hington State Patrol
Washington State Patrol

Perzonnel Area =

2250
2250
2250
2250

Wazhington State Patrol
Wazhington State Patrol
Was=hington State Patrol
Washington State Patrol

Perzonnel Subares =

Crime Labs
Crime Labs
Crime Labs
Crime Labs

000
000
000
000

& SchareaTei= & Subarss Key (ot Ce &
v
| No= Regresnnmed ]
s -~
e O3]
Cnme Lats DS I
- y S DaP
| Cnme Lad Suwos el Add »
ElcC Srvcs Cntr L I~
| i

Suze
CVEEr

Comm Ofcecs SaSL

Entar a yaus for
Perseanei Subares

WV Ok

Section 15: BI E-Recruiting InfoCube
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Hn Select Filter Value, cont..

The Select Filter Value option can also be set through the Navigation Block. The example below uses
the #08 Time to Hire-Details Report to show how to use the Select Filter Value from the Navigation
Block.

To set or remove a filter from the report ST
¥ Rows NOTE: 1
results:
* Agency
1. From the report results, click - Sub-Agency [bif-‘f[";irg-
the characteristic that you want to * Business area MOTE: 1
remove the filter from. » Berspnnel fireq Time T
Perzonnel Subare
Back k "
- Job Class ac () "Averaq
. . = Select Fitter Val
2. Select “Filter” > “Remove Filter = Alternate Job Clas: SECL THEr VAUE
Value,, Work T Lhnange Linlidown | 3 Ry e =
. . or
_ _ije Broadcast and Export  * | “ariable Screen
" Requisition Save View new En..'l
* Requizition Status NOTE: 1
Propertiez 3 :
* Heq Status Reaso
* .
- Position Jocuments (8) "HR R¢
. . Sort Personnel Subarea # on Ger
Continued...
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Select Filter Value, cont..

Business area = Perzonnel Area & Perzonnel Subarea = Job Claszs = Alernate Job Class = Work Type =
2250  Washington State Patrol 2250 Washington State Patro]  Agencywide 00JN | # HNotassigned # Not as=igned Permanent
2250 Washington State Patrol 2250 | VWashington State Patrol | Agencywide 00JH | # MNotaszsigned # Not az=igned Permanent
2250  Washington State Patrol 2250 Washington State Patro]  Agencywide 00JN | # Mot assigned # Not as=igned Permanent
2250  Washington State Patrol 2250 VWashington State Patro]  Agencywide 00JN | # Mot assigned # Not assigned Permanent
2250  Washington State Patrol 2250 Washington State Patro] Agencywide 00JN | # Mot azsigned # Not azsigned Perrnanent

CWVE EnfhvIN Ofc 003G | # Mot assigned # Not az=igned Permanent
2250  Washington State Patrol 2250 VWashington State Patro] Crime Labs 0M0JO | # Mot assigned # Not as=igned Permanent
2250 Washington State Patrol 2250 Washington State Patro]  Crime Labs 00JO | # MNotaszsigned # Not az=igned Permanent
2250 Washington State Patrol 2250 Washington State Patro] Crime Labs 00JO | # Mot assigned # Not as=igned Permanent
2250  Washington State Patrol 2250 Washington State Patro]  Crime Labs 00JO | # Mot assigned # Not assigned Permanent

Crime Lab Sups 00JP | # HNotaszsigned # Not azsigned Perrnanent
2250 Washington State Patrol 2250 Washington State Patro]  Agencywide 00JN | # HNotassigned # Not az=igned Permanent
2250 Washington State Patrol 2250 | VWashington State Patrol | Agencywide 00JH | # MNotaszsigned # Not az=igned Permanent
2250 Washington State Patrol = 2250 Washington State Patro] WHS 0002 | # MNotassigned # Not azsigned Permanent
2250  Washington State Patrol 2250 Washington State Patro]  Agencywide 00JN | # HNotassigned # Not as=igned Permanent

Result: Report results for all Master Agreements are displayed.
Continued...
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Select Filter Value, cont..

The Select Filter Value option can also
be used to add or remove Key Figures
from the report results.

The example below uses the #08 Time
to Hire-Detail report to show how to use
the Select Filter Value option to remove
selected Key Figures from the report
results.

To remove a Key Figure:

1. From the report results, click on
the Key Figure heading in the
Navigation Block or any Key Figure
heading in the report results.

2. Click the “Filter” = “Select Filter
Value”

3. | Select the Key Figures that you DO
NOT what displayed in your results
and click Remove and OK.

Section 15: BI E-Recruiting InfoCube

 Columns A
" Key FigurFs
- Hows DAk ]
O Agﬂl‘l w e o e
Change Drilldown k| Remove Fitter Value
» Sub-Age g SE TR
) Broadcast and Export ¥ | “ariable Screen
* Business i
Save View
* Perzonn
.2
= (D3TB QOP [m] B4
Show tool: [Single values  [+] Show view: [~ -
All Selections
Key Figures Text & o
p—
Candidacy Count | = Candidacy Count
J Awg Time To Certify (Days)(a) | = AvgTime To Certify (Days)(a)
J Auwg Time to Extend Offer (Daye)(t) |— = AvgTime to Extend Offer (Days)ib}
J #Awg Time for Data Trans For Hired Person (Days)(c) |— =| AvgTime for Data Trans For Hired Person (Days)(c)
J Avg Time To Start (Days)(d) | =|  AvgTime To Start (Days)(d)
J Awvg Time To Hire (GMAP)(Days)(f) | = Awvg Time To Hire (GMAP)(Day=)(f)
Add »
E”El Change Order E”El
[oK][Jcancel]
Continued...




HIR Select Filter Value, cont..

Requisition Creation Date &  Certify Date 5  Offer Extended Date &  Data Transfer Date > To Be Hired Date 5 Start Date & | Candidacy Count =
06062007 # # 070212007 07022007 OFMes2007 1
07032007 # # 08132007 # 0&/01:2007 1
01s08r2007 # # 03012007 03012007 # 1
06262007 OS/0e2007 # 0S/08/2007 # # 1
0&/062007 # # 08132007 051 32007 1040122007 1
032802007 # # 03252007 032852007 040272007 1
0se2102007 07022007 # 070212007 0722007 # 1
1200712007 121062007 # 12102007 # # 1
104262007 # # 10/268/2007 # # 1
044312007 07052007 # 1042682007 # # 1
082007 02582007 # 017252007 # # 1
0143002007 # # 021212007 02212007 # 1
Dar212007 1041882007 # 10182007 1041 822007 # 1
D& 2812007 DB 2802007 # 08252007 0825052007 # 1
0&M1 412007 1041062007 # 101002007 1041042007 # 1
052802007 0S1082007 # 08102007 0% 042007 100172007 1

Result: Selected Key Figures only are displayed in the report results.

If necessary, click any column header and select Back to Start from
the Context Menu to return the report results to the original state.
See the Bl Self-Paced Learning Materials - Report Context Menu for
more information on Back to Start.
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Sorting

Bl E-Recruiting reports were designed to
provide the user with flexible reporting
options. Bl E-Recruiting Reports allow
the user to Sort data using the Context
Menu.

The example below uses the #08 Time
to Hire-Detail Report to show how to
sort the Sub-Agency by Text rather than
Key.

To Sort the report results by Sub-
Agency:

1. In the report results, click on any
item in the Sub-Agency results to
open the Context Menu.

2. Select Sort Sub-Agency—>
Descending by Text

Results are sorted by the Sub-Agency
in descending order

Section 15: BI E-Recruiting InfoCube

SUD-AEncu: I

Business area =

Perzonnel Area =

Perzonnel Subarea =

103595  Fi 2;: : 2250 Washington State Patrol 2250  Washington State Patrol  Agencywide 00JN
103800 T Change Drildown ' 2250 Waehington State Patrol 2250 | Washington State Patrol  Agencywide 00JN
103604 V' grogdeast and Export 2250 Washington State Patrol 2250 Washington State Patrol  Agencywide 00JN
103608 B Save View 2250 Washington State Patrol 2250 Washington State Patrol = Agencywide 00JN
103609 C Properties " 2250 Was=hington State Patrol 2250 Washington State Patrol  Agencywide 00JN
Documents 'Y CVE EnfAVIN Ofc 005G
I S
103614 Vancouver Crime Laboratory -1 g B¥ ey (M=rmall 4 5o2h  Washington State Patrol - Crime Labs 00JO
103862 Seattle Crime Laboratory %-ml 2250 Washington State Patrol = Crime Labs 0040
103963 Spokane Crime Laboratory 2250 Washington State Patrol 2250 Washington State Patrol  Crime Labs 00J0
103965 Toxicology Laboratory Divizion 2250 ‘Washington State Patrol 2250 Washington State Patrol  Crime Labs 00J0
Sub-Agency = Business area =
10:3587 | Yakima Communications 2250 Washington State Patrol
103504 | Vancouver Headgquarters 2250 Washington State Patrol
10:3514 | Vancouver Crime Laboratory 2250 Washington State Patrol
1035969 | Toxicology Laboratory Divizion 2250 Washington State Patrol
10:3500 | Tacoma Headgquarters 2250 Washington State Patrol
103585 | Tacoma Communications 2250 Washington State Patrol
1035963 | Spokane Crime Laboratory 2250 Washington State Patrol
1035962 | Seattle Crime Laboratory 2250 Washington State Patrol
103583 | Property Management Divizion 2250 Washington State Patrol
10:3550 | Marysville Communications 2250 Washington State Patrol
1581580 | Investigative Azsiztance Divigion |2250 Wa=shington State Patrol
103582 | Information Technology Divizion | 2250  Washington State Patrol
Continued...
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Bookmark

The Bookmark context menu item allows the user to save their user-defined report result settings once
they have added/removed rows or columns, applied filters, sorted columns or defined any other settings.
Bookmarked report results retain the variable values used to run the report.

In the example below, the #08 Time to Hire-Detail Report was run with user-defined settings.

To create a Bookmark to
save report result settings
for future use:

1. From the report results,
click on any item in the
table to open the Context
Menu.

2. Select “Broadcast and
Export” 2> “Bookmark”.

3. A Bookmark link is
established and the “Add
Favorites” box is
displayed. Click OK.

Section 15: BI E-Recruiting InfoCube

Business area =

2250  Washington State Patrol

Broadcazt E-Mail iton State Patrol
Broadcast to Portal  {fon State Patrol
Broadcast to Printer on State Patrol
Exporf fo CSW

=
DR

n State Patrol
2250  Washington State Patrol
2250 Washington State Patrol

)&

* Intemet Explorer will add this page to your Favorites list. |
[ ] Make available offiine Cancel :
f

Mame: | BEx Web - £08 Time to Hire-Detail 0

Sub-Agenc—=
| Back »
h
103587 1 Figer b
Change Drilldown +
103604 Broadcast and Expo
103614 ¥ Save View
1035965 1 Properties k
Documents g
103800 Sort Su t:—Ag ency 3
103585 Tacoma Communications
1035953  Spokane Crime L aboratory
. - " -
#08 Time to Hire-Detail %ad F avorite
Display A= |Takls
* Columnz
= Key Figures
* Hows
= Sub-Agency

= Bu=ine== area
= Perzonnel Area

arl

= Perzonnel Subarea

(b} "Average Time To Extend Offer” equals the
of the activity Extend Offer OR Extend Offer Ve
MOTE: The divisor in the calculation to comp
Time To Extend Offer = 0.

Continued...
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HIFR Bookmark, cont..

To run the User-Defined #08 Time to Hire-Detail bookmarked report:
Tu:u:uls Help

1. Select the Bookmarked report Add to Favorites...
from the Favorites folder. | Organize Favorites...
| &] Inside DOP

#&] INSIDE HRISD
Sub-Agency = Business area = Perzonnel Area & Personnel Subarea =| @] BI Suite Business Explorer

103887 akima Communications 2250 Washington State Patrol 2250 ‘Washington State Patrol  Comm Officers ol €] 1SD Customer Support

l,ﬂﬂ SAP Developer Metwork (SDM) Downloads, Discussi
:Ej SAP Library - Cross-Application Time Sheet (CATS)

1035804 “Vancouwer Headgquarters 2250 Washington State Patrel 2250 VWashington State Patrol | Agencywide 0
103614 Vancouver Crime Laboratory 2250 WWashington State Patrol 2250 Washington State Patrol  Crime Labs ] @j SAP Library - Customer Service (C5)
: o : : : | @] SAP Library - SAP Library
103569 Toxicology Laboratory Divigion 2250  Washington State Patrol 2250 \Washington State Patrol  Crime Labs 1] (- ] o )
: ,é_le SAP Library - Web Application Designer
Crime Lab Sups | O 5 cap Netweaver Portal Non-ss)
103500 Tacoma Headguarters 2250 Washington State Patrol 2250 ‘Washington State Patrol  Agencywide 0 _EE_}-I SET Server
103985 Tacoma Communications 2250  Washington State Patrol = 2250 \Washington State Patrol  Comm Officers 0 ﬂ BEx Weh - #08 Time to Hire-Detail
103563 Spokane Crime Laboratory 2250  Washington State Patrol 2250 VWashington State Patrol | Crime Labs (s I

Result: The User-Defined Bookmarked report results are run in the Web Browser with the user’s
defined settings.

To change the variables of your Bookmarked report, select the
“Filter” option from the far right in the report. Select the “Variable
Screen” and enter your new variables and click OK.

Perzonnel Subarea:

Filter Eettin Requizition:

E
[Fa]

ion Date = Cerlify Date >  Offer Extended Date = || Requisttion Status:
¥ ¥ To Be Hired Date:
# #
# #

[ Close || variable Screen ||| Dizplay Al Fiter Values |
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HR Bookmark, cont..

To remove the User-Defined E- Favorites  Tools  Help

Recruiting Details Report from the Add to Favorites...

Favorites folder: Organize Favarites...
I Links

1. From the Web Browser’s &) Access Washington
Favorites list, &] Inside DOP
select the Bookmarked report. €] INSIDE HRISD

#&] BI Suite Business Explorer DP'E"

2. Right mouse-click the &) 15D Customer Support Print
Bookmark to be ﬂj MASTER. Calendar Make available offiine
removed. @ Microsoft Outlook Web Access Send To b

.Q SAP Developer Network (SDM) Downloads, Discug
Cut
3 ) Select Delete. :&1 SAP Library - Cross-Application Time Sheet (CATS CEpy‘

:&1 SAP Library - Customer Service (C5)
&] SAP Library - SAP Library

_ Delete
.Q SAP Library - Web Application Designer < k_

Create Shortont

4. A popup asking if you are sure

R

you want tp d.elete the ] SAP MNetWeaver Portal Non-S5) sneme

bookmark is displayed - select ] BEx Web - #08 Tme to Hire-Detai Sort by Name

“Yes » . Properties
Result: The User-Defined Bookmarked [ Confirm File Delete
E-Recruiting Details Report has been

Are you sure you want to send 'BEx Web - #03 Time to Hire-Detail'

removed . é to the Recyde Bin?

fes l [ Mo
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Hn Using the Goto Command

The Using the Goto Command section provides an overview of the Goto command functionality.

Topics covered in this section include:

> Using the Goto Command
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HR Using the Goto Command

Bl E-Recruiting reports were designed to provide the user with flexible reporting options. Bl E-Recruiting
Reports do not contain sub reports that are accessible from the main report results. The Goto Command
allows the user to access sub reports from the context menu.

The table below contains a list of Bl E-Recruiting Reports that provide Goto sub reports.

Report Name Goto Report

N/A - E-Recruiting reports DO NOT | N/A
have sub-reports available.

Continued...
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